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MASSACHUSETTS DEPARTMENT OF DIVISION: ADMINISTRATION
CORRECTION

TITLE: ANNUAL BUDGET NUMBER: 103 DOC 300

PURPOSE:

REFERENCES:

APPLICABILITY:

LOCATION:

To establish procedures for the formulation of
the Departnent of Correction’s (“Departnent)
annual budget request to the Mssachusetts State
Legi sl ature.

MGL., c. 29 88 3, 4, & 5;

MGL., c. 124 88 1(c), (o) & (Qq);

Executive Ofice of Admnistration and Finance
Fi scal Year Spending Plan Instructions

St af f PUBLIC ACCESS: Yes

Department’s central policy file
Each Institution’s policy file

RESPONSIBLE STAFF FOR IMPLEMENTATION AND MONITORING OF POLICY:

- Deputy Conm ssioner of Adm nistrative Services D vision
- Director of Adm nistrative Services
- Budget Director

EFFECTIVE DATE: 05/29/2013

CANCELLATION: 103 DOC 300.00 cancels all previous Departnent
policy statements, bulletins, directives, orders,
notices rules or regul ations regarding the
devel opnent of the agency's annual budget request
to the Massachusetts State Legislature, which are
i nconsistent with this policy.

SEVERABILITY CLAUSE: | f any part of 103 DOC 300.00, is, for

January 2015

any reason, held to be in excess of the
authority of the Conm ssioner, such
decision shall not affect any other
part of this policy.
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300.01 ESTABLISHMENT OF ANNUAL BUDGET REQUEST

The Departnent shall initiate the devel opnent of
budget priorities at least twelve (12) nonths prior to
t he begi nning of a given fiscal year.

300.02 PLANNING THE DEVELOPMENT OF PRELIMINARY BUDGET REPORT

The devel opnent of prelimnary budget requests shall
result from an examnation of the Departnent’s

Pl anni ng Docunent . Those individuals responsible for
developing the prelimnary budget requests (i.e.
Superintendents, Division Heads, etc.) shall ensure

that the follow ng steps have been incorporated in the
pl anning process (Superintendents, Division Heads,
etc. shall solicit and docunent input from the
appropriate facility/division staff throughout the
budget process):

1. Anal yze the current and projected population
served by the institution/division including the
nunmber of clients served, age range, tine to be
served, the extent of <client programatic and
custodial needs and other pertinent background
i nformation;

2. ldentify by function and by priority ranking all
program conponents, the goals of each conponent
and the objective necessary to neet these goals.
Program conponents may include such functions as
adm ni stration, security, t reat ment pr ogr ans,
academ c and vocational education prograns,
health services, transportation services, food

servi ces, i nmat e j ob progr ans, facility
mai nt enance, etc. Exam nation of each function or
program conponent shall include an assessnent of

t he adequacy of physical space, staff conplenent,
program materials and equi pnent, etc.

Al'l  budget request proposals shall be reviewed on

their merits and be ranked by priority for
i ncorporation into the Departnent’s budget request.
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300.03 SCHEDULE FOR DEVELOPMENT AND REVIEW OF ANNUAL BUDGET

REQUEST
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The budget office shall initiate the annual budget
process at least twelve (12) nonths prior to the
begi nni ng of each fiscal year.

1

The Budget O fice shal | neet W th each
Superi nt endent/ Di vi si on Head (and addi ti onal
staff at the Superintendent’s/D vision Head s
discretion) at the start of each fiscal year.
This neeting shall be docunented by the Budget
Ofice and f or war ded to each
Superintendent/ Di vi sion Head for accuracy. These
meetings are conducted to provide an opportunity
for each Institution/ Division to discuss various
funding issues that may involve their respective
area in the Departnent.

Each fiscal office, with consultation from the
respective Superintendent/Division Head, shal
submt budget requests/requirenents to the budget
office for the development of a prelimnary
budget request.

The budget office shall review each request and
then prepare its recomendation for review by the
Comm ssi oner and Deputy Comm ssioner.

The budget office shall conplete budget forns
di stributed by t he Executive Ofice of
Adm nistration and Finance (A & F), through the
Fiscal Affairs Division, wusing approved budget
requests.

The budget office shall consolidate all budget
requests for institutions/divisions funded from
the consolidated facilities account, 8900-0001,
i nto one budget request.

The budget office shall distribute docunentation
to Superintendents/Di vision Heads informng them
of their approved Full-tinme Enployee |Ievel,
approved overtinme |level, and approved budget
allocation wupon receipt of funding for the
respective fiscal year
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300.04 REVISION TO ANNUAL BUDGET REQUEST
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1

Revision to an appropriation account’s budget
request nay be necessary in certain situations
where the fiscal needs have changed due to policy
decisions or economc factors which are beyond

t he control of t he Institution/Division
Adm nistrator and were not evident at the tinme
the budget request was devel oped. The Budget
Ofice shal | neet W th each
Superintendent/Di vision Head, at | east once
annually, to discuss the current year and any
possible revisions that may be required. These

nmeetings shall be docunented by the Budget Ofice
and forwarded to each Superintendent/D vision
Head for accuracy. Sone exanples of factors that
may require a budget revision are:

a. Changes in court conmmtnent trends;

b. | mpl ementation of mandatory sentencing
| egi sl ati on;

C. External price increases;

d. Negotiation of collective bargaining
agreenents;

e. Change in mssion for a particular

state correctional facility.

Once the Department’s annual budget request is
submtted to the Executive Ofice of Public
Safety and Security (EOPSS), any revision
initiated from within the Departnent shall be
processed in conformance wth the follow ng
pr ocedur e:

a. The Institution/D vision adm nistrator,
through the respective fiscal office
shall nake witten notification of the
necessary revisions to the budget
of fice;

b. Any revisions that can not be handled
internally by the Departnent’s Budget
Director (due to budget constraints)
shall be approved by the Comm ssioner
and forwarded to EOPSS and other
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ext er nal agenci es by t he Budget
Director.

300.05 SUPPLEMENTAL AND DEFICIENCY BUDGET REQUESTS
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1

Under nor mal ci rcunst ances al
Institution/Division Adm nistrators shall nanage
their accounts in such a way as to avoid the need
for additional funds.

The budget office staff shall, through analysis
of spending plans and other fiscal reports,
nmonitor the expenditures of each account not |ess
than nonthly. If it is determ ned through such
analysis that there are insufficient funds to
cover the cost of essential services or if an
energency arises necessitating additional funds
to cover the cost of additional services, the
budget office shall notify the Comm ssioner who
may approve a request for additional funds.

Requests approved by the Comm ssioner and filed
during the first six (6) nonths of the fiscal
year to supplenent or maintain essential services
are submtted to the EOPSS and A& as a
suppl enental budget request. Requests filed
during the later part of the fiscal year to cover
the cost of unforeseen energencies are submtted
to the EOPSS and A& as a deficiency budget
request.

Once the Comm ssioner has approved a request for
suppl emental or deficiency funding, the budget
office shall notify the Institution/D vision
Adm ni strator of such approval and shall further
keep the Admnistrator informed throughout the

| egi sl ative process. Executive office and
| egi sl ative pr ocedur es for revi ewi ng and
approvi ng suppl enent al budget requests are

identical to those followed by the annual budget
request.
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